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Introduction 


Almost every public servant has some kind of a career plan, 
whether it is mapped out position by position or confined 
to a vague “‘someday I'd like tobe....” 


However, many public servants, particularly if they have 
been hired only recently, are not sure about where to 
obtain the information they need in order to plan 
realistically. While it is common knowledge, for example, 
that promotions are usually the result of winning compe- 
titions, employees may not realize that they need not 
necessarily be promoted to gain diversified experience ina 
different job; that there are numerous tools they can em- 
ploy to improve their chances of being invited to a compe- 
tition; that access to training courses depends not only on 
the wishes of the supervisor but also upon their own indi- 
cation of interest. 


This booklet is intended as a guide to public service career 
planning. It should be used, not as a final authority, but as 
a source book for basic information about where to turn 
when a step in career development needs to be taken. 


Coupled with the more personalized counselling available 
from Public Service Commission and departmental person- 
nel officers, the information contained herein should be of 
help in planning a stimulating and rewarding career. 


In this booklet, the term public ser- 
vant refers exclusively to those federal 
employees who come under the re- 
quirements and protection of the Pub- 
lic Service Employment Act. Federal 
employees who work for a number of 
Crown agencies and corporations such 
as the Canadian National Railway, Air 
Canada, and the Canadian Broad- 
casting Corporation are not included 
in this definition. 


Promotions 


The Ins and Outs 


1 


Selection Methods 
Public servants have the inside track on openings within 
the public service because managers are usually required 
to search for candidates within the ranks of current em- 
ployees before they can turn to the general public. 


Whether searching “inside” or ‘‘outside,”” one of two 
selection methods is used to identify candidates. 


® Competition using posters or media advertising 
(termed closed when the search is limited to 
current public servants, open when the search has 
been widened to include the general public; public 
servants are eligible to compete in open compe- 
titions). 

® Competition using inventory search (employing 
inventories such as Data ST REAM when searching 
among current public servants; employing other 
types of inventories when candidates from out- 
side the public service are sought). 


Obviously, public servants should know the basic facts 
about how selection methods operate in order to maximize 
their opportunities to be considered. 


Poster Competitions 
Posters are used to advertise competitions within the public 
service open to: 

® employees within one particular department 

@ employees of all departments within a geographic 

region 

® employees of all departments across Canada. 
Certain areas in each building (usually a bulletin board) are 
designated for the purpose of placing such posters. Em- 
ployees should check these bulletin boards regularly to 


ensure they won't miss any openings for which they might 
qualify. 


Inventories 

Numerous inventories are used to select candidates for 
vacant positions. While the two most common types — 
Data STREAM and departmental inventories — are de- 
scribed below, public servants should be aware that inven- 
tories vary from department to department, and even, in 
some Cases, from occupational group to occupational 


group. The employee's best bet, therefore, is to consult 
departmental personnel officers, who can provide informa- 
tion about which types of inventories employees should be 
updating, and about what kind of information they should 
include. 


Data STREAM: This computer-based inventory is 
maintained by the PSC to identify candidates for 
higher-level, officer-category positions. Personnel 
officers can provide a specially prepared guidebook 
describing how to fill out Data STREAM forms to 
maximum advantage. Like the other inventories, 
Data STREAM forms should be kept up to date 

ta ensure every opportunity for selection. 


Departmental inventories: Most departments 
maintain standing inventories of employees with- 
in their departments. It is to these that managers 
frequently turn first when seeking candidates 

for a position. It is therefore of paramount im- 
portance that employees ensure that the infor- 
mation maintained by their department's per- 
sonnel division is as current as possible, reflecting 
all that they can offer a prospective employer 

at any given time. 


2 

A Little Extra Ammunition... 
While standing inventories should, theoretically, be enough 
to help a manager identify candidates with the most poten- 
tial for filling the requirements of a vacant position, a few 
extras in the file, rounding out the basic information pro- 
vided in the inventory, can sometimes make the difference 
between being invited to an interview or having that file 
slipped back into the pile. 


Possible material to include: 


A Résumé . 
Well-written, succinct résumés can be valuable for distin- 


guishing an inventory file from its companions, particularly 
in the case of an inventory like Data STREAM, in which 
the required use of a standardized vocabulary may not 
make apparent the candidate’s possible flair for words or 
talent for presentation, for example. 


Letters of Commendation 

Supervisors’ letters of commendation are usually sent auto- 
matically for inclusion in personal files, but employees 
would be wise to ensure that copies also are placed in inven- 
tory files. 


Award or Achievement Certificates 

Announcements of awards earned by projects in which the 
employee has participated, or certificates attesting to 
newly acquired skills, are also useful for catching attention. 


S 

Two Career-Advancement 

“Tools’’ Often Overlooked 
Evaluation Discussions 
The annual evaluation discussion is an ideal time for em- 
ployees to make supervisors aware of career goals. It may 
not always be apparent to the supervisor that an employee 
is ready to take on new responsibilities. Mention of such 
aspirations is often all that is needed to result in a mutually 
beneficial change of duties, although aspirations should also 
be noted on the evaluation. Perhaps it should be mentioned 
here, at the risk of seeming obvious, that employees need 
not necessarily wait for the evaluation discussion to make 
such career goals known to their supervisors. 


Interviews 

Following the initial screening process, letters of invitation 
to compete are sent to eligible candidates. This means that 
some of the invitees, particularly if identified through in- 
ventories, may not have been actively seeking a new posi- 
tion, and so may hesitate to go to the interview. As a gen- 
eral rule, it is wise to attend if at all interested in the posi- 
tion. Far from wasting employees’ and interviewers’ time, 
such interviews serve to sharpen employee confidence and 


interview skills, and may alert managers to possible candi- 
dates for future openings. 


Lateral 
Transfers 


Almost As Good As 
a Promotion 


1 
Reasons for Transfer 
Public servants cite many reasons for seeking lateral trans- 
fers. Among the most common: 
@ desire to broaden experience 
® need to relocate geographically for health reasons 
or because of a spouse’s career relocation 
®@ desire to leave a position which has been outgrown 
@ need to move to an area offering further levels of 
advancement. 


2 
Qualifications for Transfer 
Public servants wishing to transfer must meet three condi- 
tions: 
® they must have a valid reason for seeking the 
transfer 
@ they must have “indeterminate” (commonly re- 
ferred to as “‘permanent’’) status 
® their past performance must have been judged 
satisfactory. 


3 
Transfer Procedures 


Transfer procedures vary according to the employee’s 
category and whether the request for transfer occurs in the 
National Capital Region or in the regions. 


Administrative Support and Operational Categories 
National Capital Region: For intradepartmental transfers, 
employees should contact their department’s personnel 
division. 


For /nterdepartmental transfers, employees should contact 
the National Capital Regional Office (NCRO) of the PSC. 
Following interviews and evaluation, employees meeting 
the PSC’s requirements will have their files added to the 
NCRO’s candidate inventory. 

If a regional transfer is desired, the NCRO will forward the 
employee's request to the appropriate PSC regional office. 


Regions: For /ntradepartmental transfers, procedures vary 
from department to department. Details on particular pro- 
cedures for each department can be obtained from the 
department's personnel division. 


For /nterdepartmental transfers, contact the nearest PSC 
regional office. Addresses are provided at the back of this 
booklet. 


Officer Categories 

Whether in the National Capital Region or in the regions, 
public servants in the Administrative and Foreign Service, 
Scientific and Professional, Technical and Senior Executive 
categories should begin by advising their departmental per- 
sonnel divisions, in writing, of their desire to transfer. 


In addition, they should, if in the National Capital Region, 
write to the appropriate staffing service (addresses are 
provided at the back of this booklet). Public servants 
based in the regions should contact the nearest PSC 
regional office. In both cases, they should request an 
Application for Transfer form. 


Training and 
Peer ens / 


1 
The Purpose 


There are two distinct reasons for training and development. 
Training provides a public servant with the knowledge, 

skills and experience required to be effective on the job, 
while development prepares an employee for new responsi- 
bilities. 


Public servants have many opportunities to take part in 
training and development courses, which can play such an 
important part in the unfolding of a career. 


The Public Service Commission’s role in training and devel- 
opment is twofold. It provides a central training and devel- 
opment service which responds to both the broad priorities 
set by the Treasury Board and to particular needs set by 
departments; and it provides advice to departments on the 
development of departmental courses and on courses of- 
fered outside the public service. 


2 
Identifying the Need 


Managers are the persons best qualified to assess training 
and development needs. The manager is responsible for 
examining the skills and knowledge required to do the job 
and for determining specific training needs. Employees are 
selected for development in preparation for anticipated 
needs for specific skills and abilities. 


By far the majority of courses (85%) available to public 
servants are provided by individual departments conducting 
their own training programs or providing access to courses 
offered by outside institutions. The PSC provides the 
remaining 15%, primarily in the areas of professional and 
managerial development. Since most of these must be of- 
fered on a cost-recovery basis, departments must, where 
appropriate, pay fees for any courses attended by an 
employee. 


Participation in training programs and courses depends 
upon: 
@ individual initiative in seeking out opportunities 
to take courses that contribute to current skills 
@ managers’ discretion in determining whether the 
employee's request to take a course is justified 
@ relevance to departmental needs of skills or knowl- 
edge offered by the course 
@ money available in the department's training 
budget. 


3 
Courses Available 


From the PSC 


The professional and managerial training and development 
courses offered by the PSC cover a considerable variety of 
topics, as can be seen by a glance at the annual calendar 
published by the PSC, and available from departmental 
personnel divisions. The 1977-78 calendar lists such of - 
ferings as Career Planning in the Public Service, Getting the 
Most Out of What You Read, Management of the Public 
Enterprise, People in Organizations, Dynamics of Super- 
vision, Effective Writing, Cost-Benefit Analysis, Funda- 
mentals of Creative Problem Solving, Selection Interviewing 
Workshop, Advanced Financial Management, and Seminars 
on Computer Techniques and Development. 


More detailed information can be obtained from the calen- 
dar, which describes the courses briefly and gives infor- 
mation on where and when courses are offered. 


In addition, the PSC keeps departments informed of 
changes in course scheduling via announcements and 
promotional leaflets. 


Administrative details related to course registration are 
available from departmental personnel divisions. 


From Other Departments 


In addition to its own courses, the PSC, as the federal gov- 
ernment’s central training agency, also designs and conducts 
training courses and workshops to meet the special needs of 
individual departments. Some of these courses are con- 
ducted jointly with the department. Examples are the 
Career Development Program for customs officers, middle 
management development courses for the Department of 
Indian and Northern Affairs and senior management 
courses for the Canadian Penitentiary Service. 


Some departments carry on even more specialized training. 
Transport Canada, for example, trains its own air traffic 
controllers. 


From “‘Outside”’ Institutions 


Public servants wishing to take courses outside working 
hours, either at a university, community college or private 
institution, may have part or all of their fees reimbursed by 
their departments. However, such courses must be related 
to current positions or overall career development, and 
must be successfully completed. Supervisors’ approval must 
be granted before registration for any course for which 
reimbursement is to be sought. 


4 
Educational Leave 


Public servants interested in finishing a degree, or in taking. 
another degree, may be able to obtain educational leave 
(without pay, with partial pay or, in rare cases, with full 
pay), depending upon the policy of the department con- 
cerned, and upon the nature of the studies to be under- 
taken. Needs of the department and of the public service 
as a whole are important factors here. Departmental per- 
sonnel divisions can provide information on procedures to 
follow when requesting such leave. 


Conclusion 


Why Did We Tell 
You All This? 


Public servants are not alone in their concern about career 
development. The Public Service Commission has a 

vested interest in helping public service employees achieve 
satisfying, rewarding careers. The reason, of course, Is 

that competent employees who are satisfied with their work 
will best serve all Canadians. 


PSC Regional and 
District Offices: 


For additional information, contact the nearest office of the Public 


Service Commission of Canada. 


4th Floor 

Royal Bank Bldg. 

5161 George St. 
Halifax, N.S. B3J 1M8& 
Tel: (902) 426-6247 


2nd Floor 

Norwich Union Bldg. 

100 Cameron St. 
Moncton, N.B. E1C 5Y6 
Tel: (506) 858-2337 


Suite 820 

2 Place Québec 

Quebec, -O. Gis 
Tel: (418) 694-3230 


Suite 1360 

Place du Canada 
Montréal, P.O. H3B 2R1 
Tel: (514) 283-5776 


3rd Floor 

Chomley Bidg. 

400 Cooper St. 

Ottawa, Ont. K1A O0M7 
Tel: (613) 996-9676 


Suite 1100 

180 Dundas St. W. 
Toronto, Ont. M5G 2A8 
Tel: (416) 369-3122 


Room 500 

Credit Foncier Bldg. 

286 Smith St. 

Winnipeg, Man. R3C OK6 
Tel: (204) 985-2486 


Room 300 

Confederation Bldg. 

10355 Jasper Ave. 
Edmonton, Alta. T5J1Y6 
Tel: (403) 425-6469 


Box 11120, Royal Centre 
500 — 1055 West Georgia St. 
Vancouver, B.C. V6E 3L4 
Tel: (604) 666-1350 


Staffing Services in the 
National Capital Region: 


Administrative Staffing 
Public Service Commission 
300 Laurier Ave. West 
Ottawa, Ont. K1A 0M7 


Professional, Scientific and 
Technical Staffing 
Public Service Commission 
300 Laurier Ave. West 
Ottawa, Ont. K1A0OM7 


Post-Secondary Recruitment 
Public Service Commission 
300 Laurier Ave. West 
Ottawa, Ont. K1A 0OM7 


Executive Staffing 

Public Service Commission 
300 Laurier Ave. West 
Ottawa, Ont. K1A 0OM7 


This booklet was prepared by: 


Information Services Directorate 
Corporate Systems and Services Branch 
Public Service Commission of Canada 
300 Laurier Ave. West 


Ottawa, Ont. K1A OM7 March, 1978 
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